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Microsoft Access 


File Edit View Insert Tools Window Help 


■HTnl xl 

™ ' _ I ” I 


1 ^ T 

p T fel 




Microsoft Access 




X] 



I l~ /■. 


Choose the option that provides you with a range of preset templates for creating a 
new database. 


Microsoft Access 


Create a new database using 


1^1 C Blank Access database 


pFj >| <* Recess database wizards, pages, and projects! 
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Ready |' f | _ f |M|' _ ^ 

Create a database using the option that will enable you to build your database using 
pre-set options. N 


Select Access database wizards, pages, and projects —> ok 
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Log on to the database named Car Hire with the username icoffey and password ken*72 


Open an existing file > select 
C:\windows\desktop\Car Hire —► ok —> 

Type icoffey in the name textbox —► ken*72 in the password 
textbox. 


O Microsoft Access 


■BH 



J E :js j 




Log on to the database named Car Hire with the username icoffey and password ken*72 


ICDL Module 5 (Access 2000) v4 Exams release 1.3 


4 of 96 


By Talal Hassan 2007 























































































H Microsoft Access 


ICDL 

Access Exams (v4) 



Create a new blank database. 


File > New > Blank Database 
Or 

New (from standard toolbar) > Select database > ok 
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Save this database as Books into the My Documents folder. 


Select My Documents —> type Books in the file name —► Create 


Note: 


> Save in Desktop 

> Save in Drive C: (C: Drive) 
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Use Microsoft Access Help to find information about decimal numbers. 


Help —> 

Microsoft access 
help —> 

decimal numbers 
—*■ Search 


M Microsoft Access 


File Edit View Insert Format Records Tools Window Help 


□bE 


M ^ 

y 

m a y [ * « 

@5 ^ | ft 








m ►* w - g. 


Customers: Table 


-!□! x 


Customer ID Company Name Billing Address Contact First Name Coj 


1 Brinks China 

2 Babel 

3 Amber Lighting 

4 Crinleys _ 

5 Trident Pillows 

6 Sayalot 

7 SlumberWell 


7 Earl St 
10a North Wall 


Joan 

Thomas 


What would you like to do? 


decimal numbers 


Options 


Search 



9 

Giant Arm 

31 White's Strand 

Francesca 

Ch: 


10 

Harry Sumara 

31 Smiths Terrace 

Lisa 

Ws 


11 

Rest A While 

Cookes Corner 

James 

Ry. 


12 

Storeys Best 

3b Sheffield Way 

Joseph 

Stc 


13 

The Vineyard 

11 The Retail Centre 

John 

Cui 


141 

Petunia Florists 

14 Blackthorn Park 

Petunia 

Clarl 

Record: H \ 4 j ] 

15 ► |h!►* 

j of 15 

<1 1 

JT 


Datasheet Vie*. 


Use Microsoft Access Help to find information about decimal numbers. 
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File Edit View Insert lools Window Help 
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jM 

m-\ 
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Iff | 





Double click on the create table in Design view 
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E Microsoft Access 


File Edit View Insert Tools Window Help 


-inlxl 


& Q 


m a & 




Eli - 

& 

Iff 

-in- 




Access the option that would enable you to create a new form without the help of a Wizard. 


Select Forms from the objects pane > double click on the 
create form in Design view 
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Select the data type that will automatically assign a unique Customer ID numher to each 
new customer. 

Move to the next cell when you have finished. 


Auto number (From data type) > press tab from the keyboard 
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JflJ i£l 


File Edit View Insert Format Tools Window Help 


J 101 - H 


off B Ea- 



Hide the Formatting (Form/Report) toolbar. 


View —► Toolbars —► Formatting (Form/Report) 
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E Microsoft Access 


mmm 


File Edit View Insert lools Window help 



Design View 


Save the above table and give it the name Sales. 


Save (From standard toolbar) > type Sales —> ok 


ICDL Module 5 (Access 2000) v4 Exams release 1.3 


12 of 96 


By Talal Hassan 2007 


















































ICDL 

Access Exams (v4) 



Enter the field name Contact Name into the empty row. 

When you have finished, move the insertion point to the Data Type column. 


Type Contact Name > press Tab from the keyboard 
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- |n|x| 


File Edit View Insert Format Records Tools Window 

Help 






JM - 

s 

m a & 

i m* fed 


% 

$1 l\ 

^ ^ H 

#4 

►* ►?< 

m fta- 


- 





Datasheet View ~ 

Change the entry in the Surname field of this record to Dawson. 
Move to the next field in this record when you have finished. 


Back space from the keyboard to delete Lamont > 
type Dawson —► Tab (from the keyboard ) 


Remember: 

Auto fit columns 
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File Edit View Insert Format Records lools Window Help 


- h m a ^ jt d, 





►* 19 * 




Orders: Table 



Company ID 

Company Name 

Post Office 

Code 

Location 


3 

Brinks China 

Sth Earl St 

13 

23 


6 

Babel 

North Wall 

2 

1 


4 

Amber Lighting 

Gray Park 

21 

14 


11 

Crinleys 

Thomas St 

21 

5 


i 12 Trident Pillows 

Gray Park 

21 

14 


5 

Sayalot 

Chatam St 

-'--1 

4 

21 


2 

SlumberWell 

Meeting Sqr 

5 

2 


7 

Oyster Pond 

Meeting Sqr 

5 

2 


8 

Giant Arm 

Meeting Sqr 

5 

2 


9 

Harry Sumara 

Sth Earl St 

9 

23 

► 

(AutoNumber) 

1 






; 



Record: M \ < \ | 13! | H |**| of 13 



Datasheet View 


Switch to Design view. 


View > Design View 
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mil .v. - . . 


File Edit View Insert Tools Window Help 


jnjx) 


* fe a, 


o 


? l-> 


■\ 


E 

Employee: Table 



*J 


Field Name 

Data Type 

Description 

a 

► 

Employee ID 

AutoNumber 


H 


First Name 

Text 


—i 


Surname 

Text 




Date of Birth 

Date/Time 




Sick Days 

Number 




Requires Parking Space 

YesJNo 







a 


Field Properties 




A field name 
can be up to 
64 characters 
long; including 
spaces. Press 
FI for help on 
field names. 


Design View 



Switch to display this table in Datasheet View. 

View > data sheet 
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Records Navigations 


Record: M A 


2 CE)f}l ]@ of 2 


(First record) (Previous Record) 
(Next Record) 


(Last Record) (New Record) 


(Navigate directly to record) 

By typing the record number here & press Enter 
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Navigate directly to the first record in this table. 


Click on the button 


H 
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Navigate quickly to the last record in this table. 


Click on the 



button 
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- |LJ|gJ 

File Edit View Insert Format Records Tools Window Help 





% | *1 il | ^ v | H | * y 



■| r - ^ 


Navigate to the next record in this form. 


Click on the button 
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~J.nl * I 


File Edit View Insert Format Records Tools Window 

Help 






[M - 

H 

& a & jt m, HI 

22. 


it ll 


*j 




_ 


B 

1 m 

Patient: Table 




=Jnj xj 

L 

\ r 

Patient ID 

First name 

Surname 

Gender 

Date of birth 

r 

• 

+ 

1 

Alain 

Prouse 

Male 

□ 1/23/1950 



+ 

2 

Caroline 

Zeebacher 

Female 

□5/14/1956 



+ 

3 

Aaron 

Gonzalez 

Male 

□2/06/1960 — 



+ 

4 

Graham 

Cutter 

Male 

□5/14/1960 



+ 

5 

Pablo 

Perrez 

Male 

12/03/1970 



+ 

6 

Martin 

Gorma 

Male 

□4/03/1973 



S 

7 

Cathryn 

Miller 

Female 

□2/01/1977 



+ 

8 

Didier 

Poirrot 

Male 

□4/22/1980 



+ 

9 

Silva 

Gomez 

Male 

□6/18/1980 



s 

10 

Stefa no 

Morton 

Male 

□3/14/1981 



+ 

11 

Klaus 

Merton 

Male 

10/23/1983 



El 

12 

Elena 

Andreas 

Female 

□4/03/1984 

[ 


+ 

13 

Carlos 

Edelbacher 

Male 

□7/26/1973 

r 


+ 

14 

Michael 

Seeland 

Male 

□7/30/1981 


1 Record: H IHHi 

1 ► | H 

of 60 


jJLJ 



_i 



Navigate directly to record 25 in this table. 


Put the cursor in the record no box 
1 and type 25 >Enter 


delete 
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E3 Microsoft Access 


File Edit View Insert Tools Window Help 




m - m k x? | jt Gfe) 

1 


■O 3= 


Employee: Table 


- □ x 



Field Name I 

Data Type [ 

Description 1 

!1 


Employee ID 

AutoNumtaer 



First Name 

Text 

- 


Surname 

Text 

I 



Date of Birth 

DatefTime 

8 

T 



8 




| 

zJ 

r 

i 





Field Properties 







General 1 Lookup | 






A field name 
can be up to 
64 characters 
long^ including 
spaces. Press 
FI for help on 
field names. 






Design View 


i i i - 1 r 


■| r 


Save and close this table. 


Save (From standard toolbar) > Close X 


ICDL Module 5 (Access 2000) v4 Exams release 1.3 


22 of 96 


By Talal Hassan 


2007 























































y Microsoft Access 


ICDL 

Access Exams (v4) 


File Edit View Insert Tools Window Help 


C • 

m&LZ:. 




Q 


i .iE:y- 






^ i? :■> „ 


Patient: Table 


- □ X 


Field Name 


Patient ID 
Surname 
First name 


Gender 


Date of Birth 
Phone number 


Data Type 


AutoNumber 

Text 


Text 


Text 


Date/Time 

Text 


Description 


Field Properties 


General j Lookup 
Field Size 
Format 
Input Mask 
Caption 
Default Value 
Validation Rule 
Validation Text 
Required 

Allow Zero Length 
Indexed 


20 



No 

Yes 

No 



No 


A field name 
can be up to 
64 characters 
long, including 
spaces. Press 
FI for help on 
field names. 


Design View 


ss (Duplicates OK) 


j Yes (No Duplicates) 



• T r I J f H: & 


The Surname field will be used in a lot of searches, so we should index it. 
Create a suitable index for this field. 


Index > Yes (Duplicate OK) (Why?) 
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File Edit View Insert Tools Window Help 





Employee ID 
First Name 
Surname 
Status 

Gender_ 

Tax number 
Date of birth 


AutoNumber 
Text 
Text 
Text 
Text 
Number 
DatefTime 

Field Properties 


General | Lookup | 

Format 

Input Mask 

Caption 

Default Value 

Validation Rule 

Validation Text 

Required 

Indexed 

IME Mode 

IME Sentence Mode 




General Date 19/06/1994 17:34:23 


Long Date 

19 June 1994 

Medium Date 

19-Jun-94 

Short Date 

19/06/1994 

Long Time 

17:34:23 

Medium Time 

05:34 PM 

Short Time 

17:34 


No Control 
None 


The display 
layout for the 
field. Select 
a pre-defined 
format or 
enter a 
custom 
format. 
Press FI for 
help on 
formats. 



Design View 




Specify that dates of birth in this table display in the format 12 November 2000. 


Go to Date of birth field > from Format box select long date 
like 23 March 2007 
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File Edit View Insert Tools Window Help 


-Ini x| 


- h ® a ^ ht % 


■o $ w 


m 

Payment: Table 

Bala 

*] 


Field Name 

DataType 

Description | 

±\ 


Payment ID 

AutoNumber 


□ 


Patient ID 

Number 


► 

Amount paid 

Currency 



















Field Properties 


General j Lookup j 
Format 

Decimal Places 
Input Mask 
Caption 
Default Value 
Validation Rule 
Validation Text 
Required 
Indexed 


Currency 


Auto 


The data type 
determines 
the kind of 
values that 
users can 
store in the 
field. Press 
FI for help on 
data types. 


Design View 


i |—|—i r 


i r 


Enter a validation rule to ensure that entries into this field must be numbers greater than 10. 
Press Enter when you have finished. 


- In the validation Rule box type >10 

Enter from the Keyboard 
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iP Books: Database 


- !□] x| 


Open ^ Design 


,===] New 


a-a- . Z== 

-o *=*= iiii 


Objects 



— 

@ 

Tables 

OP 

Queries 

HI 

Forms 


Reports 


Pages 

a 

Macros 


Modules 




Groups 


Create table in Design view 


® _ 

m Create table by using wizard 

l^l | Create table by entering data 
EH Author 
mu Book 
10 Extract 





One extract from each book is stored in the Extract table. 

Set up a one-to-one relationship between the Book and Extract tables. 


Click Relationships button > select Book ID field in the Extract 
table and drag it to the Book ID field in the Book table. 
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Each author has written a number of books. 

Set up a one-to-many relationship between the Book and Author tables. 


- Click Relationships (from standard toolbar) 

In Author table click on the Author ID > drag and drop it 
to the Author ID In Book table 


Author 


Author ID 

First name 

Surname 

Nationality 




1 BookID 

Title 

ISBN 

Author ID 
Publisher 

Year published 
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The Payment table contains billing details for each patient. 

Edit the relationship between the Payment and Patient tables to prevent a patient who has 
made a payment from being deleted. 


Right click on the line between Patient table and Payment table > select 

Edit Relationship —► check the Enforce Referential Integrity > 

Cascade Delete Related Records —► Ok 



_ 

The Payment table contains billing details for each patient. 

Edit the relationship between the Payment and Patient tables to prevent a patient who has 
made a payment from being deleted. 
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File Edit View Insert Format Records Tools Window Help 


M t 

B 

m a & 

& % m & 

t-i 

% 


^ ^ V 


► * >> 



MS Sans Serif 


- 


B I U 


m 

* 


S Book 


Title 

Author 


[ 


Publisher 
Year published 
ISBN 


|What Do Spiders Do After Dark? 
Ill Katie jLarsen 

|Natural History Press 


1999 


182S-74S3-G 


Record: H I ^ 


5 > I H 1**1 of 20 


Form View 



The book in record 5 is no longer available. 
Delete this record from the database. 


Edit > Delete Record 
Or 

Delete Record (from the standard toolbar) 
! If Massage appear select (yes)! 
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File Edit View Insert Format Records Tools Window Help 


-Msl 


a v & is 



% 

ii 



►* * » 


MS Sans Serif 


8 , 


B I U 


A T .ri 


» 


HI Patient 


Fill/Back Color 


Patient 


► 

First name 

j Elena 


Surname 

| Andreas 


Phone no 

1937-5247 


Date of Birth 

104/03/1984 


Gender 

| Female 

Record: M | ^ || 

12 ► | M !►*! of 60 


Form View 








The person in record 12 is no longer a patient of this medical practice. 
Delete this record from the database. 


Edit > Delete Record 
Or 

Delete Record (from the standard toolbar) 
! If Massage appear select (yes)! 
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Click on the Patient lable box and type details > Enter from 
the keyboard 
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File Edit View Insert Format Records Tools Window Help 




if- y & 


II ^ ^ v « ►* * g 



1 -" 




_ 

Jn. 

x| 


Book ID 

Title 

ISBN 

Author ID 

jk. 

► 

1 

Quoting Shakespeare_ 

7897-1234-5 _J_; 




9 Find and Replace 





Find 

Replace 1 




1 









Find What: 

(3546-1236-7 


Find Next 







Cancel 




Look In: 

jlSBN _^J 













Match: 

Jwhole Field 


More >> 


pj 

' | Reco 




— 1 

i 


Datasheet View 






_ 


Use the search tools provided by Access to find the book with the unique (ISBN) code 
3546-1236-7. 


Edit —> find —> type 3546-1236-7 in the find what box 

find next button 

Note: 

Ensure that in the look in combo is (ISBN) 


click 
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File Edit View Insert Format Records lools Window Help 



11 Alain 
2 Caroline 
3 jAaron 
4 Graham 
5 j Pablo 

6 Martin 

7 Cathryn 

8 Didier 
Silva 
Stefa no 


9 

10 


11 


12 


Klaus 


Elena 


Record: H | 


13 Carlos 

14 Michael 


Prouse_ 

Zeebacher 

Gonzalez 


Male 

Female 

Male 


Cutter 

Perrez 

Gorma 

Miller 

Poirrot 

Gomez 

Morton 


Merton 

Andreas 


Male 
Male 
I Male 
Female 
Male 
Male 
[Male 

Male_ 

Female 


jf 


Edelbacher 

_ Seeland 

l ► ] h !►*! of 60 


Male 

Male 


05/14/1956 

02/06/1960 

05/14/1960 

12/03/1970 


04/03/1973 

02/01/1977 


IT 


04/22/1980 
06/18/1980 
03/14/198_1 
10/23/1983 
04/03/1984 987-5247 
07/26/1973 542-7 463 
07/30/1981 987-! 

lJ I 




Datasheet View 


Ufl 






Use the search tools provided by Access to find a patient with the date of birth 30/06/1963. 


Edit > find > in find what type 
30 / 06/1963 

> in look in select 
Date of birth 

> Find Next 
Or 

Select find tool from 
standard toolbar 

> in find what type 
30 / 06/1963 

> in look in 
select Date of birth 

> Find Next 


File Edit View Insert Format Records loots Window Help 


Tram 



Use the search tools provided by Access to find a patient with the date of birth 30/06/1963. 
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Use Filter By Selection to filter the records of all employees whose First Name begins with S. 


In the first name field select the S letter from the word Saul or 
other word —> click on the filter by selection tool from the 
Table datasheet toolbar. 
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S Microsoft Access 


File Edit Vie 1 /-, 1 Insert Query Tools Window Help 






as® Payments : Select Query 


JnJj< 





Patient ID 

First name 

Surname 

Gender 

Date of birth ^ | 

l 

\jj 

* 

Payment ID 

Patient ID 

Amount paid 
Payment date 


LlU. 


Field: 

Table: 

Sort: 

Show: 

Criteria: 

or: 








Surname 

Amount paid 

Payment date 

Date of birth 



Patient 

Payment 

Payment 

Patient 







m 

m 

13 

i2i 

















lI 






Ready 

Find all payments made on or after 06/06/2002. 
Press Enter when you are finished. 


In the payment date column —> in the criteria box —► type 
>= 06/06/2002 -^press enter 
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O Microsoft Access 
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- Inl x| 

File Edit View Insert Tools Window Help 

] D g» H Bi y| & 



^dy I I |~| I ~| I I ^ 

We no longer need the query, Books by Americans. 

Delete this query now. 


Right click on the Books by Americans —> select Delete —> yes 
Or 

Select the query > select delete from database toolbar. 
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^ Microson Access 

mwtal 

File Edit View Insert Query Tools Window Help 




All 


T HSf* 




is® Employee DOBs: Select Query 


Employee Ft... | 

* 

3 

First Name 


Surname 

j 

Birth Date 



■ — 



— 


Field: 

First Name 

Surname 

Birth Date 


Table: 

Employee Records 

Employee Records 

Employee Records 


Sort: 

Ascending 

Ascending 



Show: 

0 

0 

0 

□ ; 

Criteria: 




l 

or: 

< i i 



¥ 1 



Design View 







Save the changes that have been made to the query Employee DOBs. 



Save > standard toolbar. 
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Save > type Employee Salaries > OK. 
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Add the appropriate field from the Employee table to the 3rd column of the grid so that this 
query will be able to sort employee records according to their age. 


Drag & drop Birth Date in the 3 rd column from Employee Table 

> Sort Ascending. 

Or 

Double click on the Birth date field from Employee Table 

> Sort Ascending. 

Or 

In 3 rd column > select Employee table > in the field box drop 
down list & select the Birth Date > sort ascending. 
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Change this query so that it will just find hooks by Spanish authors, and then run the query. 


- Click on the view tool from the Query datasheet toolbar 
(design view) 

- Use back space button from keyboard to delete the word 

RUSSian & Or Nationality 

Author 

H ~ 

"Russian" Or "Spanish" 


- Press the button Run ! from the query design toolbar 
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(Question 39) 



Sort this query so that the most recent payments display at the top of the datasheet. 


Put the insertion point in the Payment date field. 

Click on the sort descending tool from the Table datasheet 
toolbar 


ICDL Module 5 (Access 2000) v4 Exams release 1.3 


41 of 96 


By Talal Hassan 2007 





































































ICDL 

Access Exams (v4) 


(Question 40) 



- From the Tables/Queries drop down list select Table: Extract 

- Click on ■ > Next 

Note:- 

May ask you to add on field (add Book ID field) then next 
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(Question 41) 


O Microsoft Access 


File Edit View Insert Tools Window Help 




LJ * nWVIffPW^^^^BBI 



Report Wizard 


r~ ^ 


Group the books in this report by authors' surname with books' titles displayed in 
alphabetical order. 


Click Finish when you have made the required changes. 


Select Surname > > click next 

From the first drop down list Select Title > Finish 
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(Question 42) 



We are compiling tourism statistics. 

We need this report to sort results in month order and tell us the minimum number of bed 
nights sold. 

Please carry out the necessary steps so that the report will produce these details. 


Choose summary options 

Min > Bed Nights row —>ok 


What summary values would you like calculated? 


Field 

Sum 

Avg 

Min 

Max 

Month 

n 

r 

r 

r 

Bed nights 

r 

r 

r 

s 




We are compiling tourism statistics. 

We need this report to sort results in month order and tell us the minimum number of bed 
nights sold. 

Please carrv out the necessarv steps so that the report will produce these details. 
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(Question 43) 


| S Microsoft Access 


File Edit View Insert lools Window Help 




We are compiling tourism statistics. 

We need this report to sort results in month order and tell us the average number of bed 
nights sold. 

Please carry out the necessary steps so that the report will produce these details. 


Choose summary options 

Select Avg column 
& Bed Nights row —>ok 



^ r-r-r-r-r-r-i—1~ ^ 

We are compiling tourism statistics. 

We need this report to sort results in month order and tell us the average number of bed 
nights sold. 

Please carry out the necessary steps so that the report will produce these details. 
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(Question 44) 



E y Microsoft Access 


File Edit View Tools Window Help 

-Jfl'lxJ 


File > page setup 

> select the 
page tab 

> select the 
Landscape 

> OK 


Remember: 

Taller than it’s wider? 
Portrait 


Page Setup 




Nationality 


Margins 

Orientation 


Page 


Columns 


American 


ft Portrait 


ft Landscape 


British 


Paper 

Size: 


| Letter 81/2x11 in 
[Feeder 


“3 


Printer for Report 1 
ft Default Printer 
ft Use Specific Printer 


Printer,., 


Cancel 


Page: | J | 1 _±- 


"3 


:le 


d Minding 

at Do Spiders Do After D- 


■e Adventures of the Whi 
nber 4 in the Trilogy oft 
Tale of the White Van 
White Van goes into Or 


Ready 


Kt 






Change the orientation of the print output so that pages will be printed wider than they are tall. 
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(Question 45) 



Print pages 4 to 6 in this form, using the current print settings. 
Note: This is a simulation and the form will not really be printed. 


File > print > select pages > type 4 in the first box > type 6 in 
the second box > ok 



Print pages 4 to 6 in this form, using the current print settings. 


Note: This is a simulation and the form will not really be printed. 
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(Question 46) 



Modify the printer settings to print 2 copies of this report. 


File > print > Copies 2 > OK 
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(Question 47) 


^ runcroson Access - LHayrnems iiy nanenij 




File Edit View lools Window Help 


L jJ XJ 

Sjx] 


P ID 


75 % 


Close 


V 


m 


Payments by Patient 


Surname First name 

Amourt paid Paymert die 


Prouse 


Alain 


Sumnurv for "Patient ID" = 1 {1 dels il record] 
Sum 45.00 


Zeebacher 


Caroline 


Surmurv for "Patient ID' = 2 {1 detail record] 
Sum 05.00 


Gonzalez 


Aaron 


SumfTurv for "Patient ID' = 0 {1 detail record] 
Sum 45,0[l 


Gorma 


Martin 


45D0 


35 DO 


45 DO 


120 DO 


D1£1£0D2 


06j042DD2 


01/142002 


01j(21j(20D2 


SumfTurv for "Patient ID'= 0 {I detail record] 
Sum 12000 


Miller 


Page: | 

Ready 


TjJmJ «J 


Cathryn 



In this report, print all pages using the current print settings. 


or (OK) 


File > Print > Print 
Or 

Print from standard toolbar. 
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(Question 48) 



A business, Coffee Galore, has moved premises. 

Please delete the selected field value, Camberwell Lane, from its record. 


Press delete from the keyboard 
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(Question 49) 









- |LJ|JU 

File Edit View Insert Tools Window Help 

in - 

H 


& % m & \ « 

? w 


& > 

m Urn- 







| Design View 

Make the most appropriate field the primary key for this table. 


Click on Patient ID > click on the Primary Key icon from 
standard toolbar 
Or 

Right click on Patient ID > Primary Key 
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(Question 50) 




y IVlICrOSOTT access 


File Edit View Insert Format Records Tools Window Help 




- |U| X| 


M, - Q 


Ei # ntb 






►* ►;< 




1 m Patient: Table 



Patient ID First name 

Surname 

Phone m 


1 Alain Prouse 

853-4665 


2 

Caroline 

Zeebacher 

876-3452 


3 

Aaron 

Gonzalez 

336-4339 


4 

Graham 

Cutter 

875-5246 


5 

Pablo 

Perrez 

876-4263 


6 

Martin 

Gorma 

269-5423 


7 

Cathryn 

Miller 

765-5246 


8 

Didier 

Poirrot 

876-4235 


9 

Silva 

Gomez 

765-4325 


10 

Stefano 

Morton 

873-5217 


11 

Klaus 

Merton 

876-4253 


12 

Elena 

Andreas 

987-5247 


13 

Carlos 

Edelbacher 

542-7463 


14 

Michael 

Seeland 

987-5118 


15 

Claudia 

O'Neill 

876-6258 


16 

Frederico 

Anania 


\ Record: H | | | 1 ► 

1 !►*! of 60 


- Inl X: 


Gender Date of birth Doctor ID 


□ 1/23/1950 


□5/14/1956 


□2/06/1960 


□5/14/1960 


12/03/1970 


04/03/1973 


02/01/1977 


04/22/1980 


06/18/1980 


03/14/1981 


10/23/1933 


04/03/1984 


07/26/1973 


07/30/1981 


01/13/1943 


03/19/1964 





Using click-and-drag, move the selected column to between the Date of birth and 
Doctor ID fields. 


Click the Phone no header and drag it between the 
Date of birth and Doctor ID 
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(Question 51) 



Delete the one-to-many relationship between the Patient and Payment tables. 


Right click on the line > Delete —> yes 
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First Name 


Surname 


Save the changes without closing the form. 


Select the gray text box (Class) - 
—► Save 

- Delete from the keyboard 

File Edit View Insert Format Tools Window Help 


SI - E S & ' ^*05? 

■ «• Saits’** © a- 


B / U 




Design 


Delete the text box Class from this form. 
Save the changes without closing the form. 




ID Number 


(Question 52) 


microson Access 


File Edit View Insert Format Tools Window Help 
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ICDL 
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Detail 


Delete the text box Class from this form. 


A 


Surname 




School 


#■ Form Footer 


Design View 


♦ Form Header 


■—i 
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(Question 53) 


* 



Make the Stock and Customer tables the record source for this Query. 


Close the Show Table dialog box to complete the exercise. 


Add —► select Stock —> click Add —> Close 
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(Question 54) 



o Without switching to design view Hide School Column. 


B Microsoft Access 


: File Edit View Insert Format Records Tools Window Help Adobe PDF 




W- Jana Query : Selec 



A Font... 

Datasheet... 

Row Height... 

Column Width... 

1 


J 

Hide Columns 

Unhide Columns... 

5ubdatasheet 

^1 

¥ 



n ^ i ta 


BEE 

u 


ccess 2000 file forme 



reate query in Design view 
Create query by using wizard 
s Jana Query 


Format > Hide Columns 
Or 

Right click on the column name > Hide Columns 

Note: 

How to unhide columns? 
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(Question 55) 



This query shows all patients born before 1962. 

Change it so that the date of birth will not be visible in the query results. 


Select (Date of birth) field > Format > Hide Columns 
Or 

Right click on the column (Date of birth field) > Hide Columns 

Or 

View tool (switch to design view) > uncheck the date of birth 
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(Question 56) 



Print 1 copy of the first 5 records in this table using the default printer. 
Note: This is a simulation and the datasheet will not really be printed. 


Select the first 5 records > File > print > Selected records > ok 
(If not selected) 
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(Question 57) 




SUBMIT 


Employee 


Employee 


Employee 


Employee 


Criteria 


is® Queryl: Select Query 


S Microsoft Access 


File Edit View Insert Query Tools Window Help 


Drag the appropriate criterion to the correct Criteria cell. 

If necessary, click on any criterion to restore it to its original position. 


SUBMIT | 


Read 


Ready 


Which one of these criteria will find 
employees born before 31/12J70? 

r<31 Dec 1970 I 

f>^ Dec 31 19701 

[~>3fDicl97D~i 

l<= Dec 3119701 


Field 
T able 


Surname 


0 

0 

0 





i 

4 \ 





! I t I aii -1 es* .*x I m 


First Name 


Sort 


Show 


First Name 
Surname 
Birth Date 
Salary 


y Microsoft Access 


File Edit View Insert Query lools Window Help 


■n m z i 


Which one of these criteria will find 
employees born before 31/12/70? 


Queryl: Select Query 


Dec 31 J970j 


First Name 
Surname _ 
Birth Date 
Salary ^; 


>31 Dec 1970H 

= Dec 3119701 


Field 

Table 

Sort 

Show 

Criteria 


First Name 


Surname 


Employee 


Employee 


Employee 


Drag the appropriate criterion to the correct Criteria cell. 

If necessary, click on any criterion to restore it to its original position. 
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(Question 58) 


■—■ - " ■—- ~ — " • “ 1 - ■-=* ~ ;- — ■—■ - - 



Datasheet View FLTR | | | | J||| 

A Filter by Selection has been applied to this table. 


Remove the filter. 


Click on the remove filter tool E^l from the standard toolbar 
Or 

Record > remove Filter / Sort 
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(Question 59) 


imicroson Access 




File Edit View Insert Tools Window Help 



Close the Northwest Division database without closing Microsoft Access. 


File —► Close 

Or 

Click on small X 
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(Question 60) 



Add an empty field above the First name field in this table. 


Click on the gray place for First name field > Right click > 
Insert rows 
Or 

Click on the gray place for First name field > Insert > Rows 
Or 

Click on the gray place for First name field > insert rows from 
toolbar 
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(Question 61) 



Enter a validation rule to ensure entries into this field must be either the words Full-time or 
Part-time. 


Press Enter when you are finished. 


10 Microsoft Access 

mmm 

File Edit View Insert Tools Window Help 



Put the cursor in 
the validation rule 

> type 

Full-time or Part-time 

> press Enter 


-ln|x 



Field Name ! 

! Data Type 

Description 

3L 

Book ID 

AutoNumber 



Title 

Text 



ISBN 

Text 



Author ID 

Number 



Publisher 

Number 


T 

Category 

Text 







General | Lookup | 
Field Size 
Format 
Input Mask 
Caption 
Default Value 
Validation Rule 
Validation Text 
Required 
Allow Zero Length 
Indexed 


Field Propert 


Full-time or Part-time 




An expression 
that limits the 
values that 
can be 

entered in the 
field, Press 
FI for help on 
validation 
rules. 


Design View 




Enter a validation rule to ensure entries into this field must be either the words Full-time or 
Part-time. 


Press Enter when you are finished. 


ICDL Module 5 (Access 2000) v4 Exams release 1.3 


63 of 96 


By Talal Hassan 2007 












































































































































































ICDL 

Access Exams (v4) 


(Question 62) 



This query has been designed to find all patients who have made payments since 
January 1, 2003. 

Run this query now. 


Click on this button 
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(Question 63) 







gjp Books by Author : Select Query 


* 



Author ID 


Book ID 

First name 

\ 

Title 

Surname 

\ 

ISBN 

Nationality 

i—■ 

Author ID 


<i i 


Field: 

Table: 

Sort: 

Show: 

Criteria: 

or: 






First name 

Surname 

Nationality 

Title 

Author 

Author 

Author 

Book 





0 

0 

s 

K 0 




















T 

jU 



LL 


Design View 

Find books by all authors who are not Russian. 
Press Enter when you are finished. 


i mm r 


In the Nationality column put the insertion point in the criteria 
box —► type <> Russian —> Enter 
or Not Russian 
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(Question 64) 



Sort these records so that authors with surnames beginning with A would display at the top of 
the datasheet. 


Click on the ascending sort button 
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(Question 65) 



Design View 

Delete the control for the date from this report. 


Select h N 4' i I then press delete from the keyboard 
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(Question 66) 




Open the Payments by Patient report in Print Preview. 


Select the payments by patient —> click on preview 
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(Question 67) 



Ready 


11 


- 


m 




The Payments by Patient - old report is no longer needed. 


Delete it from the database. 


Select Payments by Patient - old from Report Objects > Delete 


ICDL Module 5 (Access 2000) v4 Exams release 1.3 


69 of 96 


By Talal Hassan 2007 


























































ICDL 

Access Exams (v4) 

(Question 68) 



Carry out the necessary steps to ensure that you can enter half-days in the Days leave field. 


Go to Days Leave Field > in the field size box use the drop 
down list > Single 
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(Question 69) 


E Microsoft Access 






Jnjjcj 


File Edit View Insert lools Window Help 




ip Sales Dept 1: Database 



Access the option that would enable you to create a new query without the help of the Simple 
Query Wizard. 


Select Queries from the objects pane —► double click on 
Create query in design view 
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(Question 70) 



The Product code field contains a unique reference for each product. 
This field will he used in a lot of seal cites, so we should index it. 
Create a suitable index for this field. 


Put the cursor in the indexed box —► Yes (No Duplicates) 
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(Question 71) 


O Microsoft Access 


File Edit View Insert Tools Window Help 




d eg gj m a & & qa> a ^ Ed - p>- °g lam- 



Ready 

Create a new query using the Simple Query Wizard. 


Select Queries from the object pane —> double click on create 
Query by using wizard 
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(Question 72) 



O Microsoft Access 


File Edit View Insert Query Tools Window Help 


rinlgf 



Jt, Hi m " i ^ I m Z I » I °rn £ ’ fill _ - eg X 


eF Units Shipped: Select QueQ 


* 

A. 


First Name 



Surname 



Birth Date 



Salary 



Which one of these criteria will find orders 
of more than 50 units but less than 1007 


<=50 and >100 
<100 and >=50 
<=100 and >=50 


Customer Code 

Product Code 

|Jnits Shippec 


- 

Stock List 

Stock List 

Stock List 

_ 





0 

0 

□ 




<100 and >50 





r 
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(Question 73) 


O Microsoft Access 


J File Edit View Insert Tools Window Help 


^[njxj 



Select the data type that you think is most appropriate for the Cost per unit field in the 
above table. 

Move to the next cell when you have finished. 
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(Question 74) 


Microsoft Access 


J File Edit View Tools Window Help 




P 


50% 


t Close t 


^ * 


! _ Books by Author 


Books by Author 



Surdinc 

First i-ia 11>:- 

Tile 

'■lal^iJlV 

Barinov 

Hl:dal 

Hi? Russiaps apa Row 

Rijsdap 

Barinov 

Hl:dal 

QuoSh Jess paa reap 

Rijsdap 

Barinov 

Hl:dal 

Reailpg Totrcf 

RusJjp 

Catraop 

La 

Htwv ofThfl- Ahapfcra 

Gpaplsh 

Catrop 

Laj:> 

Ttifl-WhfcS- HCTSMtfS* 

Rotimbr 

RCfTV 

Thfl-rrols Rg.'S-pgs- 

CanaoLap 

Gj r-:La 

Vdjioa 

Uaracas jpapuJc 

Gpaplsh 

mights 

/npta- 

Thfl-Whlw Van goes Ire 


Hijgh« 

rtnpte- 

Mbrc-AiuoiOirestf rhc 

frHJi 

Hijgh« 

ftiph 

TTiffTJ* JflitWhlWV 

frNJi 


Apple- 

Hupt-i 4 Ip tfifl-Trlogv 



^injxj 

—3 



%" ■ 


The work on the Books by Author report is complete, but you still need to work with Access. 
Save and close this report without closing the database application. 


File > Save 
> in the report press X 
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(Question 75) 


0 Microsoft Access 


File Edit View Insert Query lools Window Help 


Show Table 


Tables | Queries j Both 


□ X 




Make the Stock table the sole basis for this Query. 

Close the Show Table dialog box to complete the exercise. 


Sole 


o Click on stock > Add > Close 
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(Question 76) 



From Tables/Queries select Books by Author query > select all 
fields » 

> Next 
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(Question 77) 


S Microsoft Access 


d*J 


File Edit View Insert lools Window Help 


□ H I ^ n&. m\ u jna... I I ^ I ^ | ^ 




Report Wizard 




— 


A Wizard is being used to create a new report. 

Base this report on the Book table, and add all the fields from the table to the report's design. 
Click the Next button when you have finished. 


From Tables/Queries select Books table > select all fields» > Next 

File Edit View Insert lools Window Help 


Q ^ y rrO JfS\ - l9l 


Report Wizard 


Tables/Queries 


|Table: Book 

Available Fields: 


Which fields do you want on your report? 

You can choose from more than one table or query. 


Selected Fields: 



f > 1 



_i 

Title 

ISBN 

Author ID 

Publisher 

Year published 


<Back 


Report Wizard 


J!4 


A Wizard is being used to create a new report. 

Base this report on the Book table, and add all the fields from the table to the report's design. 
Click the Next button when you have finished. 
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(Question 78) 


y Microsoft Access 


RHIilfS 


j File Edit View Insert Format Tools Window Help 


n 


y 


a * « a # « «. | 


i &i\ e a- o. 


Detail 









BH General Student Data : Form 


mam 


H --- 

■ 2 ■ ■ ■ 

i ... 3 ... i 

• •• 4 ^ 



Delete both the label anti text box Enrolment from this form. 
Save the changes without closing the form. 


Select the gray box (Enrolment) —> press delete from the 
keyboard —> Save 
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(Question 79) 


How many fields would be necessary 
to store this record and enable 
maximum flexibility for data retrieval? 

Mr Alan Baker, 21 Liverpool Road, Manchester M54WT. 

► 


Type 6 
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(Question 80) 

Which two of the following statements are true? 

O <100 will find values that are greater than 100. 

- ^ ----- 

O >=10 will find values that are greater than or equal to 10. 

O >=Sep 30 1950 will find dates that are equal to or before Sep 30th 1950. 

O <=Oct 31 1955 will find dates that are equal to or after Oct 31st 1956. 

O <Jan 1 1965 AND > Dec 31 1963 will find all dates in 1964. 


>=10 will find values that are greater than or equal to 10 
<Jan 1 1965 And > Dec 31 1963 will find all dates in 1964 
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(Question 81) 



Seles catalogue 


Student register 


Novel 


Shopping list 


Customer Records 


Not a Database 


Sales catalogue 
Student register 


Novel 
Shopping list 


Customer records 


Encyclopedia > Database 
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(Question 82) 


Which one ol the following is not a database? 


O A telephone directory 


O A sales catalogue 
O A newsletter 


X 


O A price list 


o A newsletter 


ICDL Module 5 (Access 2000) v4 Exams release 1.3 


84 of 96 


By Talal Hassan 2007 







ICDL 

Access Exams (v4) 

(Question 83) 


Which two of the following statements about the layout of data fields and 
headers are true: _ | n | x 


0 You can change the layout of a report in 
Design View. 


q The order in which you add fields in the 
Wizard sets how they display in the report. 

~ If you move a Page Header control, the 
associated Detail control will move with it. 

0 You can change the layout of a report in 
Print Preview. 


~ You can rearrange the order of fields in a report 
using the Sorting and Grouping dialog box. 



Doctor surname 

+ Doctor.Surname Header 


Doctor. Surr.ame 


+ Detail 


♦ Page Footer 


=Now() 


I + Report Footer 


Date 

of 1 






Date 

of l 




o You can change the layout of a report in design view 
o The order in which you add fields in the wizard sets how 
they display in the report 
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(Question 84) 


Which two of the following statements about the layout of data fields and 
headers are true? 

0 To move a field and its heading, you just need to 
move the Page Header. 


0 You can change the layout of a report in 
Print Preview. 


P You must use Design View to change the layout 
' of a report. 


0 You can rearrange the order of fields in a report 
using the Sorting and Grouping dialog box. 

0 The order in which you add fields in the Wizard 
~ sets how they display in the report. 


I submit! 



Click on two of the radio buttons. You can change your response if necessary. 


o You must use design view to change the layout of a 
report. 

o The order in which you add field in the wizard sets how 
they display in the report. 
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(Question 85) 


Which one of the following statements about setting the field size property 
in a table is True? 


If you change the Stock Ref field 
O size property to IS, existing data will 
not change. 


P If you decrease the Stock Ref field size, 
data will not be lost. 



p You cannot change the Stock Ref field 
size because the table contains data. 


If you increase the field size for the 
O Stock Ref field, the data will be 
processed faster. 




| Click on one of the radio buttons. You can change your response if necessary. 


o If you change the stock Ref field size property to 
15 existing data will not change 
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(Question 86) 


Changing the field size properly for 
the Surname field to 7 won't change 
the existing data. 

Data will be processed faster if you 
O increase the field size for the 
Surname field. 

You cannot change the Surname field 
O size because data has already been 
entered in the table. 

Changing the Surname field size 
C property to 40 will not change 
existing data. 






o Changing the Surname field size property to 40 will 
not change existing data 
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(Question 87) 

Which two of these statements about referential integrity are true? 

If a record in a parent table has a related child record, referential integrity prevents you 
from deleting the parent record. 

O In Access, referential integrity is enforced by typing in a rule. 

O You can set rules about referential integrity in a one table database. 

0 Referential integrity ensures that records in linked tables are automatically updated when 
changes are made. 

0 A child record cannot be entered unless it has a parent in the database if referential 
integrity is used. 

o If a record in a parent table has a related child record 
referential integrity prevents you from deleting the 
parent record 

o A child record cannot be entered unless it has a parent 
in the database if referential integrity is used 
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(Question 88) 


Which data type is most appropriate for a postal coda field such as M54WT? 


O Number 


O Text 


O Date/Time 


O AutoNumber 


Text 
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(Question 89) 


Which of these fields would be best suited to 
use as the Primary Key for this table? 



Select Employee ID 
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(Question 90) 

Which two of the following statements about Indexes are true? 

G An index is used to list all the fields in a database. 

C You can index any field no matter what its data type is. 


O You should index a field that is frequently sorted. 


G If an index is used it slows down database searches. 


O Indexing is especially useful when working with large tables. 


o You should index a field that is frequently sorted, 
o Indexing is especially useful when working with large 
tables. 
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(Question 91) 

Which two of these statements about relational databases are true? 

G A non-relational database can be searched more efficiently than a relational database. 
G A relational database is easier to maintain than a non-relational one. 


G In relational databases the need for data duplication is increased. 


G Smaller linked tables are harder to manage than one big one. 


O A relational database is one that contains linked tables. 


o A relational database is easier to maintain than a non 
relational one 

o A relational database is one that contains linked tables 
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In the database we call the row 
o Filed 
oFile 
o Record 
o Table 


Record 
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In the database we call the column 
o Filed 
oFile 
o Record 
o Table 


Field 
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What is main or important object in the 

database. 

o Filed 
oFile 
o Record 
o Table 
o Report 
o Query 
o Forms 


Table 
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